Al

DEPARTMENT QF ARCHIVES AND HISTORY
RECORDS MANACEMEN? DIVISION

APPLICATION FOR RECORDS RETENTION SCHEDULE OFFICE OF THE SECRETARY OF STATE

INSTRUCTIONS: See Publication No. 76—RM—1 for instructions on completing this form Forward signed ongmal to
Department of Archives and History, Records Management le:lon 330 Capitol Avenue, Atlanta, Georgia, 30334,
Attention: Scheduling Section.

FOR AGENCY USE T1. Agency Address : ' #OR RECORDS MANAGEMENT UsE

Apptication ﬁte faLT s . Department of Education Application Number :
February 23 197 Accounting and Disbursement Unit Mﬁ S
Application Numbar 121 State Office Building - EET lﬁ A - Bate ComEfa'ES&—'M
12 Mitchell Street - 81977 MAR 30 1977
~ 3220 . ,L_L_ Atlanta, Georgia 30334 _ L e | o
2. Person to Contact . - Workmg Title Telephons Numbar
Arvil Ensley =~ e ~ Supervisor a 656-2497 '
3. Action Requested : i ==
8. {3 Estabusn Retention Schedule; record will continus to accumulate.
b O Dnsposo of presant accumulation; no further accumulation antlc:pated .
¢, D Amend Apghcatlon NO, e e oo ... Chack One: O Chagge. O Supercede; O Void . )
4. Datos of Series  _ . 5. Records Series Titlo {followed by title used in office; if drfferent) - e o s
Earliest - latest 77 < IR “‘ sl 0-.- v
1966 _ | To date |  FEDERAT, PROJECTS ACCOUNTING FILES . L
6. Division and Office Function What is ‘the function of the Dwuslon and the foloe in which this racord series is created? o-

The Accountlng and Disbursement Unit provides the necessary accounting services to all -
organizational levels of the State Department of Education for all public monies
received and disbursed on behalf of education in Georgia.

7. Roeort'iﬁslries Desaiption o This file contams the followmg documents (include form numbers and titles, if any}):
Attach samples of the file,

Documents ralating to:receiving, accounting and disbursing ¢f Federal monies to local
education units and individuals eligible for the funds through federal
education programs.

Incdluded are: 2applications for Federal monies, ledger sheets, recelpts, statements
of conditions, audit flndlngs,'correspondence and other related
documents.

| ,;;,, is arr. nged by Federal program by year ‘and theréuhder falphét‘;‘eitiéally by
: _ cal Education Unit. _ Y W g o S .

sz e e ST

8, Monthly Reference Rate - . How often are records referrad to which are: o

One to six months old __._19.9.___ ]_Seven to twelve monthsold __20 ; Thirteen to twenty- four months old 20 S
twenty-five months and older .__.____,.? EA T

9. Annual Rete of Accumulation of Romrds Lo
Letter-size drawers — - : Legal-size drawers : Other (W,fy) 12 Records Center

boxes

e . Shalves ____

- H
st

_ AR—80-T1; Rav.7¢ {Over)




\

A

ves | no | 10. Questionnaire _{Place an “X"* in the proper column) . )
X a. Is this the official copy of the series?
_ If not, where ig it? : ¥
X b. Does the series contain confidential information requiring security handling? If vas, cite law or regulatlon ?
X ¢. Is this a vital record? - \
X & Does this series have historical or long term research value?
X . When one or two documents in the file make it necessary to keep tho entire file for a long period, could these
_ggcymg_n_bum;dnlﬂwwmlv? ‘
| X f, Iuhmf_qma;mmnumﬂl m.thmmu.v.ar_nuhﬂ;ha.d}__L_y_es,jmch ¢opy, Program Anmlal REports
X g. Is fhe h’fom‘iatlon ‘contained in this series ever analvzed and!or recorded m a summarized report?
if vés. aftach cody, “Program Annual Reports ~ o .° _ ]
X h. Is there a duplication of this series in your office, or in aﬁothet off;ca or agency? ‘ - o :
— If ves, whera? Parrs_ni_Lthe_m_es_a.ne_con.tained_in_the_pﬂigxam_ office. e :
X__‘___L_Jnhnarmlmamnan of it} reqularly microfilmed? . R
X L2 L... Does the record series result in a computer printout? N
1. Retlntlon Requirements The following requires the series to be kept: o
a. State Law ——zQl= ____years. " d, Audit pericd =2= ___ vears.
b. Statute of limitation —— e YOS, e, Administrative need -8- ____vyears.
¢. Federal law : R Tt years. . Federal retention instructions years.

*PL 93-380, Sect. 510(After completion of project under a federal grant, loan

or ot}‘xzﬁr arran emer*
copy or excert of laws or regulations. Explain administrative need.

Records are needed for 8 years because some federal graﬁts ate for 3 years, requiring them
to be kept for thaf; leng’ch of _time to cqply with the federal law, 5 A

12. Apprond Dlsposmon Inmuction; -~ This agency recommends that the file series be cut off at tha end of each o - ,
prlise s ides TIoTon Caiendar Year m Flscal Year: O Other T L j _then’ '

..... 2 L ea 4 FE VRSN S 3

0 Hold in the current files area . month(si ___2_____ year{s); then

O Transfer to focal holding area; hold . year(s); then

) Transfer to State Records Center; hold .. __year(s); then ]
B Destroy. - ‘ -.3
O Transfer to State Archives for permanent retention, | .
O Other (Specity) '

.o,

B

Thess instructions apply to all prior and future accumulations of the series.

WW Ké 2 rf)_ m,lm- Date , ' | Records Management Officer (Signature) Date __
Qéa 7 _..J.. 7 WMWX gﬁwﬂlﬂﬂc@h&\. 2"1_?’,71.

f State Records Committes (S¥pnature) " Date” -

Recommendations in psfa- T /A |
graph 12 ars approved. State Audltor/Destgnee W : -1 8’ - 77

(If disapproved, attach letter

of explanat{on.l . ) : Sacrata%telDesignee @_MMM :7W 3 ".15‘ 7 7

T | Attorney General/Designee 1 M Z YLM g- Lf-'??

i S N ————
AR-50-71; Rev, 76 i ~ ?(nowm Sid-)




